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Purpose

The purpose of this document is to provide instructions for Site Content Creators (SCC) and
Site Content Approvers (SCA) who are creating or editing News posts on the Common Learning
Portal (CLP) website. This document will provide:

0 Instructions clarifying how to create and edit content

0 Standardization of content creation processes to ensure the site content is consistent,
high value, and appropriate.

Roles

User Roles

Roles available to help program areas manage the content on their landing pages are the Site

Content Creator (SCC) and Site Content Approver (SCA). While it is ideal for content teams to

utilize both roles in order to prevent content bottlenecks and better manage workload, for some

content teams, one user may manage all of the tea

Role descriptions as they pertain to authoring CLP News Posts:

0 Site Content Creator (SCC) - When authoring CLP News Posts: site content creators
will create and edit news articles. Users in this role will be primarily responsible for
writing the body text (following the formatting guidelines below).

0 Site Content Approver (SCA) - When authoring CLP News Posts: site content
approvers will review the draft news posts created by the site content creators. Users in
this role will be primarily responsible for reviewing, editing, tagging, and publishing the
content.

Visitor and Resource Protection

Content Teams
Site Content Creators and Site Content Approvers are assigned to Content Teams by:
Program Area (for example, Cultural Resources)
Region (for example, NERO)

0 Training Center Location (for example, Stephen T. Mather Training Center)
The CLP contains a unique landing page for each program area, region, and training center
location. The content on those pages is managed by the corresponding content team.
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What is a CLP News Post?

The most recently published CLP News Posts automatically di spl ay on your
landing page.

HOME  TRAINING EVENTS KNOWLEDGE PARK L&D PROGRAMS  LOCATIONS THE COMMONS

Di/ fance Learriﬁ \ !

/ Any time, any place = NPS Distance Learning | &

The most recent 3 News We support Distance Learning (DL) for the NPS workforce. Ou) 4@

Posts automatical |y capabilities include the development of DL information’
technology infrastructure, online courseware, training webinar, X

appear on your content support, DL instructional desigh and spport of various technol

team's landing page ‘ | usedfor distancelearnifg. | 11 ¢ . ®

News & Events :
c h I E Pilot Training Course in Session for ATRS |
The new training model leverages distance learnin
N VNN BN I _— g 8 g

. stratégies. Learnerswill.: Keep Reading
CLP Author Help Expandinglearning Opportunities Online
FIND ALL CLP USER GUIDES & The DLG is helping the interpretive community
extend physical training... Keep Reading.
< 30f3 >

See All News & Events

CLP News Posts are also found in the Knowledge Park (a filterable listing of vetted educational
resources). To see a list of news articles, go to the Knowledge Park and under the Resource
Type filter, select News and Announcements.

Common Learning Portal

KNOWLEDGE PARK SAMPLE PAGE CONTACT THE COMMONS

SEARCH
& SUBJECT * PROGRAM AREA Y TYPE
Leadership & Personnel and Inclusion 8 News and Announcements
Management

Diversity

Visitor Services & Engagement
Relevancy

»

Knowledge Park

As a Site Content Creator (SCC) or Site Content Approver (SCA), you will create and/or Team
Publish News Postson your programdbs | anding page.

Suspend Transients ) Howdy, Tori Peterson W

Common Learning Portal - &’

SEARCH

HOME TRAINING KNOWLEDGE PARK | TRAINING PROGRAMS | CLP COMMONS £ MYTOOLS ek

1)

Once you publish a News Post, a Master Content Approver will receive a system generated
notification, review your News Post, and perform Site-Wide Publish so that the News Post is
findable in the site-wide Knowledge Park.

The material included in this document is delivered solely to National Park Service and is for NPS internal use only.
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Common Learning Portal

HOME TRAINING KNOWLEDGE PARK TRAINING P RAMS CLP COMM

Site-wide publish to
Environmental

the KnOW'edge Park : . Purchasing: A Webinar For
N\S . Al NPS Purchasers

Prepare to make well-informed
EP decisions if you're new to
procuring goods & services &..

Keep Reading

Knowledge Park

Search vetted reference materials, training
courses, and news
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Steps for SCCs and SCAs
To create a News Post, navigate to Posts/Add New in your WordPress Dashboard Screen.

P ol 0 a g Porta

@ Dashboard [y DEETplole 2

At a Glanc
6 Po
Po
. rces
50 )
g ing NI
o
D
g Co Reso
ecently Publisne
H og
Today, 6:46 pm te
[ d
° Nov 6th, 9:25 pm N
Aug 26th, 8:47 pm P

Aug 26th, 8:44 pm

Enter the Title at the top of the form.
Add New Post

| This entry has no featured image. Please set one. You need to set a featured image before pt

News Article Title /

07 Add Media | §)Add BadgeOs Shortcode

LU
i
il
%
N
El
]

B I = = £ & -

Enter the Description/Body Text of the News Post. For more details, see Formatting Guidelines
below.

News Article Title

Permalink: http://clp.wdslab.com/news-article-titles Edit | View Post
[ a = -

37 Add Media  )Add BadgeOs Shortcode visual  Text
B I =£ k& —-===ZfLRESE

Write the content of the news article in this field (follow the formatting guidelines for news articles)/

The text of the news article goes here

I f youdd | i kheNetvdhPestta betdibptayed to dsers, enter information into the two
Content Authorship Information fields.
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0 Aut hor 6 sNdlmmeof the person who
like it to display on the website)
Author Avatar: Image of the author/content creator

Content Authorship Information

originally <c¢rea

O«

Author's Name Albert Einsteir|

Author Avatar hup://ct

Name and image of author

B y ‘;‘Avﬂ"tEﬁs;einw i' ¢ ) -_'l b

% i?‘ MD‘{:, @ £.2015 nParth *u. Py 2

If you leave those author fields blank, nothing will display in that space at the top of the
published News Post.

Update the Focus Keyword, SEO Title, and Metadata in the Yoast SEO widget. For more
information, review the SEO Guidelines.

The material included in this document is delivered solely to National Park Service and is for NPS internal use only.
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| D ® Readabiity @ Keyword: 508 standards ~ + Add keyword
'4 @ Snippet preview

¢' Section 508 Standards (2000) vs. Revised Section 508 Standards (2017):
Recorded Webinar - NPS: Common Learning Portal
hitps:/imyleaming.nps.gov/section-508-standards-2000-vs-revised-section-508-standar. ..

Overview The Revised Section 508 Standards were published in the Federal Register on
January 18, 2017. What will change when they become enforceable? This r

0 &4 & Editsnippet

SEO title

%%title%% %%page%% %%sep%% %Y%sitename%%

Slug

section-508-standards-2000-vs-revised-section-508-standards-2017-recorded-webinar

Meta description

Modify your meta description by editing it right here

Close snippet editor

4, Focus keyword (7]

508 standards

Ask an Expert

Optional: If there is a group in The Commons in which this news would be meaningfully
discussed, you can create a direct link from the news to that group using the Ask an Expert
Feature.

1. Copy the URL of The Commons group in which users could discuss this content.

Ip-wdslab.com

Common Learning Portal

- @
Copy the URL of the

group's landing page

® =3
2. Paste the URL into the Ask an Expert field in the content.

The material included in this document is delivered solely to National Park Service and is for NPS internal use only.
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Paste the
URL here

3. When the content is published, there will be an Ask an Expert link on the page. Users
can click the link and will be taken directly to the group. NOTE: To avoid user
confusion, only link to public groups using the Ask an Expert feature.

Aldus PageMaker including versions of Lorem |psum.

Ask An Expert

Discuss this topic in The Commons

Write a Beyiew

This takes users directly to your
Commons group so they can discuss this
-] content with each other

Featured Image
At the bottom right corner, set the Featured Image for this News Post (See Image Guidelines for
more details).

Resource Type

Articles

Career Guidance

Guidelines and Best Practices
Laws, Regulations, and Policies
Manuals (How-To's)

News and Announcements
Templates

Training

Websites

Connected Training gburses

Featured Image

set featured image

Optional: Set the Hero Background Image for this News Post. The Hero Background Image
should be the same as the Featured Image, but you will crop it differently. (See Image
Guidelines for more details).

The material included in this document is delivered solely to National Park Service and is for NPS internal use only.
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Hero Background

Add or Upload File

Save & Submit for Review
You can save your draft as often as youdd I|ike (b
Save Draft button.

Publish A

Preview
¥ Status: Draft Edit

fill Publish immediately Edit

D Move to Trash

Once you are satisfied with your draft, click the Edit button and select the Pending Review
optioninthedropdownlistand c¢l i ck ok. This will send a notifi
Content Approver. The person in this role will review, tag, and publish the content.

The material included in this document is delivered solely to National Park Service and is for NPS internal use only.
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Publish M Publish i

Preview Preview

Status: Draft
? Status: Draft Edit <{fmu— §_Status: Dra

Pending Review 3| OK | Cancel

fill Publish immediately Edit m
fin] Publish immediately Edit

D Move to Trash D Move to Trash

The status will change from Draft to Pending Review.
Publish i

Preview
¥ status: Pending Review Edit

fill Publish immediately Edit

E] Move to Trash
Submit for Review

NOTE: Once you click the Submit for Review button, the Save Draft button will disappear
because technically the content has been handed off to another team member. You can still
save updates, however, by clicking the Submit for Review button again.
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Additional steps for SCAs
After your SCC has created News Posts and clicked the Submit for Review button, Site Content
Approvers complete a few more steps and then Team Publish the new content. First, navigate

to Posts > All Posts in the Dashboard.

& A N. 1mon Learning Porgs

03 Media Add New

® Comments

® 8 Comments

(© 10 Library Resources

This will open a list of posts (on the CLP, all of these generic posts are News Posts). Click the
Pending text link at the top of the list to see a filtered list of only those News Posts that are
awaiting review by your content team. NOTE: The number next to the word drafts is the total
number of draft News Posts currently on the CLP, but you will only see those News Posts which
are assigned to your content team in the list (you may see fewer News Posts in your list than

the number indicates).

Click on the title of any News Post to open and edit it.
Posts AddNew

Click "Pending"” to
see a filtered list

All Published Drafts Pending
Bulk Actions ¥ | Apply All dates
Title
News news Newsy news

Edit Quick Edit Trash Preview

test test test

First, review the work of the SCC. Is the title accurate and descriptive? Does the body text
correctly follow the formatting guidelines?

Edit Post Addnew

News Article Title

Is the News Article written according to
formatting guidelines?

If this is an important or high profile library object, check the Feature This checkbox for this
News Post.

The material included in this document is delivered solely to National Park Service and is for NPS internal use only.
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Feature This

Check to
suggest this
News Article for
the Home Page

Publish

Save Draft Preview

9 status: Draft Edit

This will alert the Master Content Approver to review this library object for inclusion on the
Home Page.

Tag the library object to any Topics to which it is relevant.

This information will allow for faceted search on the CLP website.

The material included in this document is delivered solely to National Park Service and is for NPS internal use only.
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